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1. GENERAL

This regulation stetes the requirements and procedures applicable
to genersl separation sctioms. This regulation governs the sepa-
ration of Agency employees for all reasoug excepl reduction in
force, entry into military service, and separstion based on adverse
findings of & security hearing boerd or the Employment Review Board.

The separation actions included in this regulation have been grouped
in two categories on the basis of the procedural reguirements to be
accomplished by supervisory officials and the Office of Persounnel.

(1} The first group of actions, which is described in paragraph 4
below, includes those sctions which are taken in response to
requests by employees snd those which the Agency is required
to take because the employee concerned hes lost eligibility
for continued employment.

The second group of ections, which is described in parsgraph 5
below, includes those actions which sre initisted by Agency
officials on the besis of the employee's conduct or qualifica-
tions., They are distingulshed from similer actions described
in parsgreph 4 primerily in that they [Fequire advance notice
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Jpnd/ involve, ususlly put aot invarisbly, the right of the
employee to reply pefore they may be properly effected.

AUTHORITIES AND RESPONSIBIIITIES

Supervisors bear primery responsibility for determining the
adequecy of the performance and conduct of personnel under their
Jurisdiction and for initiating corrective setion where necegsary.
While ultimate authority for tsking personnel actions rests gen-
erglly with the Director of Personnel, this fact does not relieve
gupervisory officials of their responsibility for diseipline and
proper mensgement of personnel. .

the Director of Personnel is responsible for rendering advice

and assistence at all supervisory levels in these problems and

for reviewlng recomsended actions to ensure that they conform

to regulstory and procedural requirensnts and are not unreasonsble,
capricious, or arbitrary. Except as specifically provided else-
where, the Director ot Persomnel or his designee will take or
recomnend finel sction to gseparate an employee.

3., SELECTION OF APPROPRIATE TYPE OF SEPARATION ACTION

Fach of the actions described in this regulstion has distinguishing
cheracteristics yhich materislly affect the rights or interests of

the Agency, the Government, and the employee. Careful consideration
must be given to any proposed action to determine whether such action
could be construed as adverse and whether it will in fact promote the
efficiency of the service. After preliminary‘determination that the
facts and circumstances in an ipdividual case appear 1o warrsnt action,
gelection will be mede of the specific type of personnel action most
appropriaste to the individual cese.

I, ACTIONS BASED ON EMPLOYEE'S REQUEST OR LOSS OF ELIGIBILITY
8, RESICNATION

{1) Resignation is separstion at the employee's request, either
verbal or written. Whenever & resignation is inltiated because
of gecurity or cther than norms). implications, the office con-
cerned shall so potify the Director of Personnel by & separate
"pyes Only" memorsndum. This memorandum shall be aveilable
only to the Direetor of Personnel or his designee.
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(2) Cereful considerstion shall be given to the reasons offersd
by an employee for his proposed resgignation. Unless the
employee is unsvailable, he will be interviewed by his
supervisor initially snd the Office of Personnel subsequently,
pefore his plans for leaving ave mede firm, to determine
yhether sction in accordance with peregraph (s) or (b) below
is appropriate. In determining whether either action is
appropriate, the Director of Personnsl will ensure that

additional infermation contained in separste "Eyes Only"
memorandum, if any, is taken into consideration.

(2) If the proposed resignation is the result of failure
of a potentially vealusble employee to adjust himself
to B specific work situation, sppropriate sction should
be teken to improve such adjustment by in-service place-
ment, counseling, or cther meens.

1# the reason offered is ill health, the employee's
eligibility for separation because of disability should
ve determined, If this sction is proper, the employee
will be advised that he mey withdraw his resignation
and ssfeguard his interests through separation action
based on disability.

ot Meast
¥hen an individual contemplsites voluntary seperstion from
the Agency, he should givelone month's advance notice of
this fact. However, failure to furnish such notice will not zesrmc
affect the persconel action involved/In any way and, although
it may reflect unfavorably on the individuel's employment
record, it/is mﬂ%u basis for barring him from further Federal

employment. ot st 7t 4}; s
(=) Oral notice constitutes & valid resignation but every

effort will be made to obtain written confirmstion
vhenever possible. ‘

(b) Letters of resignation from sbsent employees should be
addressed to the Director of Persomnel. However, when
such letters are received by other Agency officlsls,
they will be forwarded immediately to the Office of
Personnel for action.

3
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{¢) . when en employee who is absent om meternity, educsational,
or other extended lzave falls either to return to duty
or to send notice st the end of the period of authorized
‘absence, the Office of Persomnel will send a letter to
the employee's lamst kmown address, if security considera-
tions peramit, requesting that he notify the Director of
Pergonnel whether he intends to return or resign. The
letter will request reply within a specified reasonsble
period (not less than 5 celendar days) and will inform
the employee that, 1f he does not return, the Agency
will be compelled to consider him as having resigned.
An employee eligible for veteran preference will slso
be advised that the letter constitutes 30 days' advance
notice of proposed sction in compliance with the provisions
of section 14 of the Vetersns' Preference Act, as amended.
Unauthorized absence and fallure to report not covered by
this persgraph or by provisions covering missing persons
will be considered as absence without leave or sbandon-
ment of position and will be treated accordingly.

(4) The effective date of & resignation will be the close of
business on the last day the employee is present for duly except
in the following clrcumstances:

{a) When an employee resigns during, or at the expiration of
an approved leave period, the date of separstion will be
fixed as the closing date of the pay period during which
his resignstion is received by the Office of Personnel
and any iotervening period will be covered by leave with
or without pay.

When an employee resigns under circumstances where it is
proper to grant any sccrued sick leave, inclwding resig-
nation for maternity reasons, the date of resignation
may be extended to permit granting unused siek leave.
The employee must apply for such lesve and his request
must be supported by a doctor's certificate. Such cases
require the approval of the Director of Personnel.

C-O-N-F~I-D~E-N-T-I-A-L DRAFT A
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b« SEPARATION TO ACCEPT OTHER FEDERAL EMPLOYMENT

(1) The sction to be taken to allow appointment of an employee
by ancther Federsl agency without & break in service of one
vorkday is "Separation,” unless the employse elects to resign
or is eligible for "Seperation (Transfer).”

(2) The effective date of separstion will be determined by _
negotiation between the (ffice of Personnel and the other %4/,@
Bgency]concerned. Every effort will be made to arrange a
date agreeable to the employse's supervisor.

c. SEPARATION UPON DETERMINATION OF LECAL IMCOMPETENCE

(1) An employee vho has been declared mentally incompetent by
a court of competent jurisdiction will be seperated by the
action "Separation (Legal Incompetence })." This action is
to be distinguished from "Seperstion {Dissbility)" whieh
may be teken upon sn administrative determination thst the
employee is mentally incespable of performing the duties of
his position.

No employee will be geparsted for leganl incompetence until
authoritative evidence is received which supports this action,
Upon receipt of such evidence, the Director of Persounnsl will
determine whether the employee is eligible for disability
retirement and, if s0, will promptly advise the legal gusrdien
appointed by the court of such eligibility. If application
for dissbility retirement is made, mction will be taken in
accordance with peragraph 4 below. ‘

The effective dete of the separation will be the date of
receipt by the Agency of notification of court ection as
extended by any unused sick leave to the employee'’s credit,
The Office of Personnel will advise the legal guardian that
he may submit a claim for unpaid salsry since payments
cannot be made to the employee after the date of the court
action declaring him incompetent.

CeOeN-FoTl-D-E-N-T-T-A-L DRAFT A
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d. DISABILITY RETIREMENT

(1} An employee who is eligible for "Retirement {Disability)”
will be seperated by this action upon spproval of his
application by the U. 5. Civil Service Commission. Appli-
cation for disability retirement mey be submitted by the
employee, his gusrdian or other interested party (if he is
mentally incompetent), or by the Agency. The Cffice of
Pergonnel will Purndeh sdvice and sssistance as to eligibility
requirements, snd necessery steps in rrocessing the spplication.

An employee who is physically or mentally disqualified for
further productive effort will be continued on the roll on siek
lewve, or leave without ray 1f necessary, pending epprovel of
hig sgpplication for disability retirement. In the event he

is not eligivle for retirement, he will be seperated by the
action "Separstion (Disability)" described in parsgraph Se
below,

OPTIONAL RETTREMENT

Employees meeting certain sge snd length of service requirements
may elect to retire even though they are not eligivle for mands-
tory age retirement {peragraph f below). The Office of Personmel
will furnish sdvice and sssistance as to eligibility requir t

and necessary stepg in processing the appiication. (Ses I 25X1

AGE PEUTREMENT

When an employee hes reached age 70 mnd has completed 15 or more

vears of creditable service, E’};}m Apency hes no optiop turt 44 ﬁ,zwf;@ Ly
separate hin] by the action "Retirement (Age)." (See aypriatod .
The action becomes effective at the end of the calendar month

during which the employvee has met both age and length of service 25X1
reguirenents.
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£«  DEATH
{1} vhen an employvee dies, the 0ffice of Perscnnel will be imme-
dietely advised and will notify, by the most expeditious
means avelleble, the emergency sddressee designated by the
smployee, [orovided that such addressee is not alresdy awere
of the desth]

(2) The Office of Persornel will provide all possible assistance
to the decessed employee's pext of kin, or the emergency
addressee, in prepering e claim for finel salary end lump-
sum leave payments; and in filing a claim for any survivor-
ship benefits for which he mesy be eligible under the Civil
Service Retirement Act. He will also be advised that he
should submit s claim for eny sccial security benefits which
may be dus.

(3} When death cecurs in the performsnce of duty, the Office of
Personnel will take sction to preserve all the employee's
rignts under the Federsl Employees' Compensation Act.

{4} An employee will not be separsted by the Agency while he is
in the steatus of a missing person as referred to in Agency
regulations. In upusual cases, when proof of death camnot
be obtained, the employee mny be removed from the rolls by
the action "Death (Presumed).”

5. ACTIONS BASED ON CONDUCT OR QUAIIFICATIONS
f. PRINCIPLES GOVERNING ACTICNS

(1) ERemoval is required by statute for certain offenses, ineluding,
among others, political, subversive, fraudulent, or criminal
setivities, Discretionsry suthority to separate an employee
may be exercised when such action will promcte the efficiency
of the service.

{2) Determinstion to separste an employee will be based on consi-
derstion of the following factors:

(&) The employee's service history and his explanation (intent
mitigating clrecumetsnces, etce.) and the freguency of the

R A - v T e e e gy g o g
cocurrence Jor w waretlon s vroposed.
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{(b) Previous supervisory attempts to yectify the difficulty.

{¢) Whether the situstion is remediable by admonition,
» reprimand, or other less drastic sction.

Action will not be tsken in reprisal for petition or testi- ey
mony to Govermment au“thoritwaﬁWW Rk fo g ol A R Vi
To the extent muthorized by existing legislation and governing
regulations, employees will be pald retroactively for periods

of enforced absence upon restoratign and determinstion that

their separation was unjustified or unwarranted. (This does

not apply to restorations effected to correct purely proce-

dural errore.) Adverse action must, therefore, be well

supported factually and the utmost care exercised in selecting
appropriate action on the grounds provided.

The effective date of action will not be established prior to
the expiration of the advance notice prescribed in parsgraph 6
of this regulation or, if applicable, to the date the employee
has recelved notlce of the asdverse decigion,

FAILURE PO QUALIFY DURING TRIAL PERIOD

The trial period should be fully utilized as a weeding-out period
to determine the capacity of & new emplovee. Supervisors should
pay particular sttention to the employvee's performence, progress,
and growth potential during this period and report these items
in detail on the Fitness Report prepared prior to completion of
the trisl period. An employee who fails to demonstrate gqualifi-
cations for his position or otherwise manifest unsuitabiiity for
Agency employment dur his trisl period will be separsated by
the sction "Separation {Disqualification}.” This also applies
to individuals entitled to veteran preference who have completed
a trial or probatiovnary period in another spency when

they are appointed to CIA in a different line of work.

SEPARATION FOR URSATISFACTORY PERFORMANCE

(1) "Separation (Inefficiency)’ is separation action based on
mnsatisfactory performance of an employee who has completed
hig trisl period. This action mey be taken when deficiencies
in performence werrent, even though the employee's last

8
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Fltrness/Report indicates satisfactory performence, However,
it [feyfbe taken Bnly &fter the emwployee has been officially
notified in writing of the deficiencies in his performance
and hes been given a speclfied reasonable period of time
{generally not less than 90 calendar days) with proper
supervision and on-~the-job training in which to improve.

In cases where & conscientious employee occuples a position
beyond his sctual or potentisl capacity, he should be re-
assigned to duties commensurste with his abilities (which
might involve reassigmment to & position of & lower grade
and consequent downgrading). When, however, the supervisor's
efforts to bring sbout more satisfactory performance have
been unaveiling and less drastic sction is not possible or
degirable, the supervisor will recommend seperstion action,
His recommendation, containing pertinent facts concerning
the individusl's unsstisfactory performence and summsrizing
the supervisor's efforts to bring sbout improvement, will

%( be forwarded to the Office of Personnel through channels.

Cp at L LA 2 o e _—
6 /9 M%;;fqu’%ZPJ/ vreeet 4$LL///aﬂ2bevvzy/¢u:_/

"Removael" 1s the action taken to separate an employee on charges
of delinquency or misconduct. Written charges must be preferred
ageinst the offending mewber with an opportunity for reply. This
sction is appropriste for use when the grounds are an employee's
willful sctions or cerelessness or neglipence beyond reasonsble
excuge, It should be used vhen wearranted, whether or not the
employee has completed & trial pericd. Removal sction is not
appropriste for separstion on grounds of unsatisfactory perform-
ance uniess there hes been gross negligence or carelessness on the
part of the employee nor is it eppropriste for separation for physicsl
or mentsl deficiencies,

SEPARATICON FOR DISABILITY

(1) An employee who is physically or mentally incapeble of satis-
factorily performing the duties of his position and who is
ineligible for disability retirement will be separated by the
action "Separation (Disability).” In no case will an emplovee
be regquested or sdvised to resign in lieu of this section.

g
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(2) When it eppears thuat an employee is physically or mentally
incespable of performing his duties by reascn of a continuing
disability, his supervisor will be assisted by the Office of
Personnel in preparing s memorandum to the Medical Staff
stating the facts and circumsteances, The Medieal Staff will
vrromptly arrange with the employee, through his supervisor,
for interview and examinetlon. A& written statement based
upon the examinsticon and cbserved facts; and recommending
separation or retentdon of the employee, will be prepared
by the Medical Steff and forwarded to the Cffice of Personnel.
Based upon the findinge end recommendstion of the Medical
Steff, the Dirvector of Perscnnel will determine final action
to be taken.

If the employee refuses or is not physically able to present
himeelf for examination, the Director of Personnel will reach
g decislon upon such facts as sre otherwise available, with
the advice of the Chief, Medical Staff, and the employee's
guparvisor.

(4} Employees will be permitted to use all sick leave to their
eredit prior to separation for disability.

f. ABANDONMENT OF PCSITION

Frompt sction should be teken to determine the ceauase of any
unguthorized absence from duty. When it is evident that an em-
ployee hes sbandoned his post of duty or failed to return to duty
at the expiration of an suthorized period of leave, elther of
the following sctions will be taken by the Offlce of Personnel
following corsultation with the employee's supervisor:

{1) "Separation (Abasndonment of Position)"

(a) If security considerations permit, the employee will
be notified by his copy of SF-50, or Dy memorandum in
lieu thereof, that he has been separated for abandonment
of position,

If the employee informs this Agency that he did not
sbandon his position and that he wishes to return to it,

10
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 he should be restored to the position he left, and
A 1t wiil then be decided whether the circumstances
Justify removal action,

"Removel" (See paragraph 5d. )

A written notice (see peragrapns be sod £1 will ve sent to
the employee at his last known sddress, by registered mail,
return recelpt reguested, 1f security considersations permit.

NCTICES, DECISIONS, AND APFEALS .
NOYICE PERICDS--RIGHT TC REPLY

Specific regquirements for notice periods and right to reply are
ghown in attachment 1.

(1) fenerslly, employees serving in s trial period will receive
at least 15 calendsr deays' notice of proposed separation.

In most csses, employees who heve completed their trial
periods will receive at least 30 calendar dsys' notice.
Importent exceptions are as follows: :
ﬁytbrﬁ , peendty) FIE7ne/ Loibiosnctiasiecs”
(a) An employee who 1s eligible for vetepan preference

and who hme completed a trisl or propaticnary pericd

in current continucus Federal service[will/be considered

a5 having completed his trisl period even though he may

not have served the full 12 months' trial periocd in

this Agency, provided his appointment to the Ageney is

in the pame line of work.

In removel csses, unless the employee concerned is
eligible for veteran preference and must therefore be
glven 30 calendar days' sdvance notice, the time allowed
between the notice and final decision will be determined
by the clreumstances of the individuel cese but sufficlent
to allow for the reply period, consideration of reply and
issusnce of finsl decision.

11
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Time requirements for advance notice and reply do not
apply in the followlng cases, slthough the employee
“will be given such advance notice and opportunity to
snswer a8 will be ressonsble under the circumstances:

(;) When the reasons or cherges are of such nature
that the law regquires immediate removal if the
charges are substantiated.

(2) ¥hen there is reasonsble ceuse to believe the
employee gullty of a crime for which a sentence
of imprisonment can be imposed.

(3) /2 Z Z.Ztlu’:,,& AL Py //?l
COMPUTATION GF NOTICE PERION 7 7

The smount of notice required for the various types of actions

is given in attachment 1. In computing the notice period, only
full celendsr days will be counted. The count will start the

dsy after the employee receives his notice. The separation will
not be effected earlier than the close of the employee's regular
hours of duty on the day on which the full notice period is com-
pleted, When two calendar days are included in the same work
shift, the effective date will not be earlier than the completion
of the work shift for the day after the notice period is completed.

FORM OF NOTICE

Notice of proposed separation will normally be issued in the form
of a letter. However, notice of termination action which does not
include the right to reply may be given in the form of a letter

or on Standard Form 50 Notification of Personmnel Action.

PREPARATION OF NOTICE

When separation for umsetisfectory conduct or performsnce of an
employee who has completed his trial period is proposed, the notice
will be prepared and sigpned by the supervisor, with sssistance and
prior concurrence of the Office of Personnel. In other cases, the
Offlce of Personnel will prepare the notice for the signature of
the Director of Personnel. Supervisory officials will be requested
to provide such informetion as msy be necessery in individusl cases.

12
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@, CONTENTS OF NOTICE

{1) A1l notices will specify the action proposed, the date the
proposed action will become effective, smd the reasons for
the aetlion, stated specifically end in deteil. If appro-
priate to the actlon, the notice will alsc inciude a review
of the admlnistrative and superviscry actions which have
been taken to correct the situation.

211 notices will specify whether the employee will remain
in 8 work status snd vhether e will remeic in his present
position during the rotice period. {See paragreph g below. )

A stetement on the employee's rlght to reply will ke lncluded
when 1t is mppliceble. {See attechment 1.) This statement
will inelude the following informetion:

{e) Thet the employee has & right to reply, personally and
in writing, and to furnoish sffidavits and evidence in
gupport of his angwer.

{b) That the employee must make any reply within the time
gpecitied in the rotice. (See parsgraph L below.)

That the employee may mell or bring s written reply to
the Office of Personnel and thet he may contect the
individusl designeted in the letter to deliver a written
reply or to make arrangements for an appearance before
an advisory committee. {See parsgraph i below.)

That the employee may sppesr before an advisory comuittee
o pregent an oral reply.

That no final decision has been made or will be mede
witil the emplovee's reply has been considered or, if
he chooses not to reply, wntil the time specified for
reply has passed.

That the employee will be notified of the finel decision
as soon as precticable (normelly within 10 calendar days)
and pricyr to the effective date of action. (See paragraph
3 below. )

13
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. DELIVERY CF NOTICE

{1} If the employee is avallable, the notice will be delivered
to him personally by his supervisor, or by & representative
of the Office of Persounel, ss appropriate, and he will be
requested to sign & receipt therefor.

When the employee is not avellable for personal delivery,
the notice will be sent by the Office of Persomnnms]l to his
last known sddress; if security considerations permit, by
registered meil, return receipt "signed by adidregsee cnly"
requested. The return receipt or the envelope bemring the
post office notation of nondelivery will be flled in the
employee's official perscnnel folder as evidence of compli-
snce with regulations.

STATUS OF EMPLOYEE DURING NOTICE PERIOD

(1) The employee will normally be retained in his position in
a work status during the notice period. Upon recommendstion
of & Deputy Director or an Operating Offieciml, en exception
may be authorized by the Director of Personnel when retention
of the employee might result in demsge to Govermment property;
be detrimentsl to the interests of the Govermment: or be in-
Juricus to the employee, his fellow workers, or the general
publie.

When one of the above conditions exists, the enmplovee way

be reassigned to a position where the condition would not

exist., Otherwise, he msy be placed on: ’

(2) Anoual leave, with or without his consent, provided he
has sufficient leave to his credit to cover the required
period.

(b} Leave without pay, with his consent.

(¢} Sick leave, in appropriste cages.

If none of the above ections is possible to correct the con-
dlticn, the employee may be suspended, Charszss mst be

14
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vreferred before suspension sud the employee given an
opportunity to answer and submit sffidavits thereto. The
time to be mllowed for enswer in such ceses msy not be less
than 2 hours even in emergency. An employee eligible for
veteran preference may not be suspended for more than 30
days under this emergency procedure.

, LIMIT FOR REPLY TC HOTICE

The employee wlll be allowed s ressonable time in which to
yrepayre his answer and obtain affidavits and evidence. The
length ¢of time allowed will depend upon the facts and cireum-
stances of individusl cases but will not be less than 7 cal-
endar deys.

(2) The employee's request for an extension of time within which
to reply mey be granted at the discretion of the Director
of Personnel.

CONSIDERATION OF REPLY TC NOTICE BY AN ADVISORY COMMITTEE

{1) Thorough consideration of any reply, written or oral, received
from an employee will be given by an mdvisory committee appointed
by the Director of Personnel if such 2 committee is requested
by the employee.

() The advisory committee will be composed of three respon-
&ible and impartisl officlals of the Agency who are not
members of the office or comparable organizational ele-
ment to which the employee is assigned. The Director
of Personnel or his designated representative will
serve as nonvoting chairman of the committee,

The advisory commitiee may secure the technical asdvice
and guldance of appropriste specialists.

The employee mey request the appearance betf'ore the

sdvisory committee of other Agenecy employees in posses-

sion of pertinent facts. Individuals who sre not mem-

bers of the Agency will not be permitted to participate

in the sdvisory committee's activities. If a transcript

of the heearing is made, the employee shall be permitted

te review it but he may not be given a copy for his personal use.

15
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(2) After considering the individual's reply, the advisory
comitiee will recommend final action to the Director of
Personnel .

(3) If a'written reply is received from sn employee whose notice
did not inelude s stetement on right to reply, full consi-
deration will be given the reply. The Director of Personnel
mey, in his discretion, appeint an advisory committee for
this purpose.

J+ NOTICE OF DECISION

(1) A notice of final decision, whether favorable or unfavorable,
will be sent the employee at the earliest practicable date.
This notice must be sent even though the advance notice was
returned undelivered or the employee mede no reply. The
instructions in peragraph f ebove for delivery of advance
notice apply.

If it is determined that the proposed action is not to be
taken, the employee will be informed of the withdrawval and
¢f the reasons therefor.

The notice must contain information on the follbwing:

(2) HNature of action decided upon and the date on which it
will become effective. (The effective dete will be
recomputed 1f for any reason the employee has not had
the required minimm period of notice.)

Reference to the procedural suthority if the action

is taken under Part 22 (procedures established pur-
suant to Veterans' Preference Act) of the Civil Service
Regulstions, -

Reference to the advance notice, including dete of
delivery or circumstences of nondelivery, and a brief
statement of the resmsons glven in the advance notice.

Reference to any replies made by the employee, ineluding
dates, or to his failure to reply, and statement concern-
ing considerstion glven the reply.
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{e) Information on mppeal rights. ({See persgraph k below.)
(f) Neme, title, and location of individusl in the Office

of Personnel to whom the employee may direct questions
or requests for assistance.

k. APPEALS

(1) For employees generally, separation may be appealed on &/&/.:f fas Litileeatid
the record only to the Director of Central Intelligence . _..." ... @) /.4,
within 3C days after the effective date of the separ wion, 7 ' /
[For employees not eligible for veteran preference/4he
decision of the Director of Central Intelligence will be finsl.

Load e o 0P /u/z"a,u,; Aewafingod 2midts e fAbzee oo 4 Lew . so2le) ? 76@,;72%3,
Wm% Lot

(2) An employee/who is eYigible for veteran prefirence and who
has completed a trial or probationsry periocdvfiey appeal to
the U, S. Civil Service Commission under section 14 of the
Veterans' Preference Act, as amended, not later than 10 days
after the effective date of separation.

(a) It the employee's appeal is considered by the Commission,
action on any appeal under paragraph k(1) above will
cesse and no future appeal of the seperation may be
made under this provision. '

The Office of Personnel will sssist the employee by
furnishing him, upon gpecific.request, information
recorded in the Office of Personnel which is not other-
“wise readily availlable to him,

The Director of Personnel or his designee will repregent
the Agency in connection with the appeal to the U. S.
Civil Service Commission, He will be given necessary
sdvice and asssistance by eppropriate Agency officlais
in developing the Agency's case and participating in the
hearings, if any. '

In each case in which there is an sppeal to the U. 5.
Civil Service Commission, the Cffice of Personnel will
notify the Office of Security. The notifiecation will
be given in sufficient time to allow the (Office of Secu-
rity to teke any necessary action to safegusrd the
security interests of the Agency.

17
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7. PROCESSING .INSTRUCTIONS

8. INITIATION OF SEPARATION ACTION

(1) Staodard Form 52¢: Request for Personnel Action, wili be
prevared by the appropriste operating office to initiste
resignation or separation (to amccept other Federal employ-
ment } acetions. Such recquests will be transmitted {o the
Office of Persomnel through established channels and,
when sppropriate sdvance notice is glven by the employee,
scheduled to arrive at least two weeks  prior to the requested
effective date., One copy of the SF-52 will be forwerded
directly to the appropriate payroll branch of the Office of
the Comptroller and two copies will be forwerded directly
to the Offlece of Security by the requesting office at the
time of preparation. The requesting office is responsible
for notifying the Office of Personnel of any subsequent
change In the requested effective date, The Uffice of Per-
sonnel will then notify the sppropriate payroll brench of
any chenge in the effective date.

When an employee resipgns for security or other than normal
reasons, a separate “"Eyes Only" memorandum giving sll perti-
nent information regarding the reassons for separation will
be forwarded to the Director of Personnel in accordance
with paragraph 4a{l} abvove.

Adverse actions initiated by supervisory offieials will be
initiated in the form of memorsndums vecomendling separs-
tion action.,

Standard Form 52 requesting separstion sction will bear,

in addition to the normal simmatures required to initiate
action, the signature of the employee's Divieion or Staff
Chief in the Deputy Director [intelligence) or Deputy
Director (Support) srea, or that of the Branch Chief in the
Deputy Director (Pleus) area, as Bppropriate.

Stendard Form 52 will be requested from the operating office
concerned or initisted by the Office of Persounel when
required in other ceses.

18
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be EFFECTING. SEPARATION ACTION

Separation sctlons are consummated by the preparation of Standard
Form 50 YNotification of Personnel Avtion. The sotion is not
officially recognized untll this iustrument is executed snd authen-
ticated by an official to whom appointing suthority has been
delegated and, in certaln cases specified in this reguistion,
delivered to the smployee.

CANCELIATIONS AND CORRECTLONS

(1} Cnce a separation becomes an accomplished fact, 1t cennot be
reseinded by sdwinistrative sction. The sction does not,
however, beccme effective untlil the individusl receives proper
notice 1f required. Proposed separstion mey be canceled at
any time pricr to the effective date of the action.

When subsegquent review shows that separation was unjustified
or unwarrented, the employee msy be returned to duty by
restoration or new sppointment action. Consistent with
spplicable legislation, retrouctive salsry payments mey be
suthordzed.

These provisions do not prohibii smending the form of & glven
notice to conform to esteblished facts. For example, "Sepa-
ration {Abandomment of Position)" should be changed to "Reslg-
nation” if it is later found that the employse did in fact
regipm.

FINAL PAYMENT AND CLEARANCE OF EMPLOYEE

(1} Initimtion of Final Payment Clearance Sheet

{a) The Office of Personnel wlll initiste Form No. 21t
Final Payment Clearance sSheet (attachment 2) on all
separating employees. In preparing the Form Ro. 21,
the Office of Personnel will contact Agency offices
concerned to determine whether or not the employee
still has any outstending obligetions for Govermment
property wnich may have been issued to him, such =as
Looks, brief cases, typewriters, etc. These offices

19
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25X1 . will notify the Office of Personnel accordingly. Upon
verbal certification from the office concerned that
there are no ocutstsnding charges sgeinst the employee,
the Office of Persomnnel will indicate on Form No. 21
clearence of the indlvidual for all offices except the
Office of Securdity and the Office of the Camptroller.

(b} In occesional situations it mey be found in the clearance
process that an employee will have some form of obli-
gation {unreturned property, unsettled indebtedness, ete.)
to the Agency which requires same action on his part to
satisfy, and that the employee may not volunterily perform
action required. In such cases, it shall be the respon-
8ibility of the office to which the employee is assigned
to provide the office holding the record of obligstion
whatever assistence it is sble to provide in obtaining
satisfactory settlement of the obligation.

(2) Refund of Retirement Deductions

An ewployee who is separsted from the Agency may be entitled
to & refund of retirement deductions or an annuity (immediate
or deferred). The Office of Personnel will advise the loyee
Lr his beneficisries or gusrdisn #s appropriate, of eny rights
to refund or annuity which he may have,

(3) Security Debriefing

The employee will be referred to the Office of Security, by
the Office of Personnel, for debriefings and surrender of
his badge and any credentisls which have been issued to him.

(4) Payment for Leave snd Final Selary

The individual separating will report 10 the appropriate
vayroll office o e {ce of the ‘&:gtmller, where hLe
will surrender the completed Form No. 21. ¥i ]
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e made in the followlng instances:

{a) When the employee is separated Lo mccept other
Government employment without a break in
*gservice of one workdsy.

(b) When the employee concerned strikes or asserts the
right to strike egainst the Covermnment.

e. RETURN OF GOVERNMENT PROPERTY AND MONEY

A check will be made to see thst the employee has settled any
indebtedness to tne Govermment and that the employee has retwrned
any Government property which may have been issued to him, such

88 books, brief cases, or typewriters. Thig 18 accompiished by
the use of Form No. 2l. Pa,yment for sccumleted and accrued annusl
lesve and final salsxy shall not be released until the employee is
clesred on the sbove polnts except that if property has not been
returned because it is in transit from & foreign station or is
Tost, the value thereof as established by the Office of Logistics
shall be withheld and the remaining amount relensed to the em-
plmyeﬁ:. The amount Sc withheld shball be remitted to the employee at
such subsequent time a&s the property is returned or as a Report of
Survey is approved which relieves the individual of responsibility.
In the event a Board of Survey adjudges a pecunisry liabllity for
the individual, any excess of the amount withheld over the lianbi-
1ity es b@_ﬁbliuhed would be remitited to the employee.
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THIS DATE

FINAL PAYMENT CLEARANCE SHEET LAST WORKING DAY

NAME OF EMPLOYEE (Laat) (First) (WiddTe) OFF ICE ASSIGNED 10

REMN | GHNATION FOR CONVYENIEWCE OF Gov'T GYER 60 DAYS LEAVE

REASON FOR CLEARANCE

RESIGHATION FOR PERSONAL REASONS oTHEn (apecify)
ITEMS TO BE CERYIFIED

1. HOSPITAL{ZATION AND INSURANCE €. RESERVE BTATUS 11. SPECIAL CLEARANCES

2. EXIT INTERVIEW 7. DEBRIEFING 12, SELECTIVE SERVICE MATTERS
3. DRIVERS LICENSE, GAS, OlL, ETC. 8. CLEAR ACCOUMT 13, INTERMAL MATTERS iNCLUDING
4. LiBRARY MATERIALS 8. MOMETARY FUNDS T/5 CONTROL

$. NON-EXPEMDABLE PROPERTY 10. TRANSPORTATION ACCOUNTS 14, RECORDS CLEARANCE

CERTIFICATION OF OFFICIALS (FPlease include comments pertaining to exceptionwa in an sttached memorsndum)

! CERTIFY THAT THE ITEMS FOR WHYCH | AM RESPONSIBLE HAVE BEEN CHECKED WITH QFFICIAL RECORDS, AND, EXCEPT AS
INODICATED, THE EMPLOYEE NAMED {5 CLEAR OF OBLIGATIONS WITH ClA,

EMPLOYEE SERVICES DiVISION (Certify items ! & 2} CLEARED BY
RUOM NG, BUILDING

MILITARY PERSONNEL DIVISION (Certify item &) CLEARED
RUOM HO. SUILDING

TRANSPORTATION BRANCH (Certify item 3) CLEARED
ROOW WO, BUILDIRG

MAIN LIBRARY (0Cn)} (Certify item 4) CLEARED
BOOM NO. BUILDING

OTR LIBRARY (Certify item 4) CLEARED
ROOM HO. BULLDING

MAP LIBRARY {(ORR) (Certify item 4} CLEARED
RODM HG. BUILDING

OFFICE OF LOGISTICS (Cortify item 3) CLEARED
ROOM WO, BUILDING

Cikh CREDIT UNION (Certify item 8) CLEARED
ROOM MG, BUILDING

| CENTRAL PROCESSING BRANCR (Certilfy item 10) CLEARED
ROGM NG, BUILDING

oct (Certify item 11) CLEARED
ROOW KO, BULLDING

OFFICE OF DIRECTOR OF PERSONNEL (Certify item 12) CLEARED
ROOM WO, BUILDING

EMPLOYEE DFFICE OF ASGMTD(CBrtify item 13} CLEARED
NOBM KO, BUILDING

FI/JRECORDS INTEGRATION DIy (Certify item 14) CLEARED
RODW WO, BUILDING

COMMO SECURITY (Lertify item 7} CLEARED
RODM MO, BUILDING

JFFICE OF SECURITY (Certify item 7) CLEARED
ROOM RO, BUILDING

FINANCE DIVISION (Certify item 9) CLEARED
RDOM WO, FUILOING

FISCAL DIVISION (Certify item §) CLEARED
mOOM WO . BUILDING

CLEARED
ROOM ND. BUILDING

CERTIFICATION BY EMPLOYEE

I CERTIFY THAT TO THE BEST OF MY XNOWLEDGE AND BELIEF | AM NOT INBEBTED TO THE UMITED STATES GOVERNMENT WHATSOEVER
AS A RESULT OF MY COMNECTION WITH THIS ORGANIZATION,

DATE SIGNATURE OF SEPARATING EMPLOYEE

FORWARD ING ADDRESS
NUMBER. STREET, CITy, ZONE, STATE TELEPMONE

Cuar s &1 TEhACEY o B30 0 o aase 2006/07CONF KDENRIARSoAtLechmen®t1800010018-2 (5-30)
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who vill take the action in question. The result is an unheppy sug-
gemmmmnmmmsmjuwmm
. sbout autamstically and mechanieally. Yor aimple, the following
parases are used: o

Pars 3t "eavreful consideration must be given,” and
"selection will be made.”

Pars h.a.(2)t "eareful considaration shall be given,”
"appropriste action should be taken,” "eligibility should

be determined,” "the employee will be advised,” "every
effort wvill be made.”

Para 5: “sdverse action must be well factually,”
"the trial period should be fully utilised,” it appears,”
*when it is evident,” "it will then be decided.”

Pars 6: “"the time sllowed will be determined,” "the em-
!»wnvinbe given,” "notice will normally be issued,”
notice will be sent,” "the employee will be informed.”

All of these passive phrises should be revised to indicste, in esech
case, that the "supervieor will,” or "the Director of Personnel will.”
For the ssme purpose, paras 6.4. should pot resd "suparvisory officiale

such information as may be necessary in individual eases.” This is
more than a natter of mere tone. If those who are nominated as having
authority and respensibility are to senss the exteant of that duty and

be brevght to exereise it, the regulations must make it clear when they
are to est.

ol A-RDP SR 1R101300010018-2
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tive and timely manner, :
iy, During the present relatively stsble state of the crgeaisstion,
rvisors have begpm to 88 the relative capabilities of exployses
to their activities! This review has revealed scme irdividuals
one reason or s 40 not now appear to messure to the
. competence which [T-desirelbe the standard fer mtin& explay-
ment. [hery such cases ¥ie-given an impartial and highly eritical review, A </
Emmr,xrumtammmcgmummmmmmﬂ'P g

ot
shirked or overlooked the necessity £ orar
raed ar y wmummmp

b The . ,
ng out work ponsibilities of a superviser inclule the following:

Allen W. Dulles
Director
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MEMORANDUM FOR: THE DEPUTY DIRECTOR

t The Inspector General's memorandum dated

2l February 1956, subject: "Termination of Agency
Puployees,"” which was referred by you to the
Director of Personnel is returned with the recom-
mendation that you approve the recommendations made
therein.

In furtherance of recommendation 2.a., con-
cerning the use of the Director's special authority
for terminations for administrative reasons, an
edditional recommendation is included in the
attached memorandum for your epproval. This recom-
mendation is that each proposed termination for
administrative reasons, including medioerity, be
treated as a line action in accordance with the

procedures contained in Regulationlzlup to
the point at which, for security reasons, it
hecomes necessary to invoke the Director's speciasl
termination suthority in order to preclude possib
review of a case upon appesl to the Civil Service
Commission. S5

Recommend 2 signatures.

25X1

L. K. WHITE
Deputy Director
(support)

MAY 7 1956
(DATE)
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